Creating a Case Plan Update <>

DCFS Training Center

Division 31 regulations require that a case plan be updated at least
every six months or whenever circumstances require a change in
the current “In Effect” case plan. In order to create a Case Plan Ii‘
Update on CWS/CMS, at least one case plan (the Initial Case Plan)
must have been completed and approved.

—

o ——

Before you begin a case plan update, always remember to
complete case clean-up procedures to ensure that the correct
information populates to data fields and documents.

STEP 2. In the green section, click on Create New Case Plan.

Dezcrnibe Recorded Progress

Yes
Have you recorded progress on the Service

Objectives page of thiz In Effect Caze Plan?

STEP 3. The Describe Recorded Progress dialog box appears, asking the question, “Have you
recorded progress on the Service Objectives page of this “In Effect Case Plan™?

Click No. CWS/CMS will open the “In Effect” case plan and display the Service Objectives page.
NOTE: You can enter the progress of the “In Effect” case plan at any time. If this was completed

prior to creating the update, click Yes in this dialog box to create the new case plan.
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STEP 4.

(A) Select the service
objective.

(B) Record and/or review
progress in the “Met (for case
plan update)” box and

(C) Enter narration in the
“Progress (for case plan
update)” text box.

Repeat (A) (B) & (C) for EACH
service objective.

10 CF Papticipants ] Contributing Factors ] Strengthes  Service Objectives l Planned Client Services ] Caze Mgmt Swes

Service Objectives

Participant
4 |Martinez, Daniel(13)
5 |Martinez Dan|e|[1 3]
F‘ -

Service I]h'nclive Type

Complete Domestic Yidlence ﬂam
Complete homewark,
Aitte kool h-|:|IJ|:|I'|“

7

[ Check to select all participants

Date  |06/19/2005 | -]

Semvice Objective

" ez " NorDeterminable

" Mo

& | Progress

I.-’-‘«ttend zchool regularly

=

Attend zchool regularly. Any absences aretobe | =
excuzed. Only excuzed abzences are acceptable.

Al Service Objectives
0K - Go to Met/Progress recorded.
Update Cartinue with L pdate

Additional Description for Participart - P ;
itional D'escription for Participan Service Objsctive Detal

rogress [for Case Plan l{ﬁﬂate]

Daniel missed 3 days of sehool for the manths of
January through June. One absence was excuzed
due to a dental exam and tooth extraction.

STEP 5.

When you have entered the
progress for each service
objective,

Click on the OK - Go to
Update button.

This action will create a new
case plan update, which will
now be “in progress”.

Met [for Case Plan Update] Projected Completion D ate

" Yes ™ Mot Determinable [ Check to select all participants

Date  |05A15/2005 |-

Service Objective

" Mo * |n Progress

|D3mplete Domestic Wiolenoe Program

=

Alttend and demaonstrate progress in a County o
Certified Domestic Yiolence Prevention Plan.

Additional Dezcription for Participant Service Objective Detal

Progress [for Case Plan Update]

Al Service Objectives
tet/Progress recorded,
Continue with Update

Daniel mizgad 3 daps of school for the months of
January through June. One of those absences was
excuzed due to a dental exarn and tooth estraction.

0K - Go to

Update

STEP 6.

(A) Select children to be the
case plan focus children. Click
the top “Add” button.

(B) Select other participants.
Click the bottom “Add” button.

(C) Enter start date for the
case plan. NOTE: The Case
Plan Update End Date will
default to 6 months from Start
Date. Edit if needed.

(take a breath, you
fast clickers)....Don It click the
“OK” button yet!

Select Caze Plan Update P __ _
Al Related Chents

Martinez, Raul [43]
Martinez, Raquel C[17)

Caze Plan U pdateg
Start Date

01 /06,2006 :

Caze Plan Updatg
End Date

Participants include:

-Child(ren)

-All parent(s)/guardian(s) living in the home
-Parent residing outside the home

W Copy &l Family Strengths

Service Objectives
* Copy &l

W Copy &l Contributing Factors

W Copy &l Planned Services £ Copy All Not Met

W Copy Appropriateness Description  Copy Mone
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Copy Al Famil_lA{rengths ervice Biectiv&s

o« Copy Al
[v Copy All Contributing Factars R

[v Copy &ll Planned Services £ Copy AllNot Met

[ Copy Appropriateness Descrption " Copy None

STEP 7.

At the bottom of the Select Case Plan Update Participants dialogue box are a set of check boxes
and option buttons. These are time-saving choices that allow you to copy certain elements from the
last Approved Case Plan into the “In Progress” case plan.

(A) Ensure that there are checks in all the boxes in the left-hand column to copy all Family
Strengths, Contributing Factors, Service Objectives, and Appropriateness Description from the last
“In Effect” case plan to this new “In Progress” case plan.

(B) Choose the correct option in this box to copy all, none, or only unmet Service Objectives into
the new case plan.

Now you can Click the OK button.

1D l CP Participants ] Contributing Factors ] Strengths ] Service Dbjectives | Planned Client Services | Case Mamt Sves
r Identification
~Approval
Approval Status Date

IHequest Mot Subrmitted I | I

aze Plan Update Appropriateness Description

The case plan goal to provide Family M aintenance Services in the home of the =
parents remaing appropriate.

Effective Date Next Review Date  NOA Date If the plan is kinship guardianship, document how the
| . || | child meets the eligibility requirements.

 Participant Review

Participant Name Review Date Signed Date Refused to Sign Date | Refused to Participate Date

2 |Martinez, Dariel [13)
3 |Martinez, Raul [43]
4 |Martinez, Theresa [(41]

Refuzed to Participate Date

I

Refuzed to Signed Date

L

articipant MName Review Date Signed Date

Martinez, Raquel C 17) REEEEER R

Reazon Mot Signed/Comments

-]

STEP 8.

CWS/CMS will then create the new Case Plan Update, displaying the ID page of the Case Plan
notebook. If you asked CWS/CMS to copy the Appropriateness Description in the step 7., it will
copy from the last Case Plan and display on this page. NOTE: If the previous case plan was an
Initial Case Plan, the Appropriateness Description will be blank.

If necessary, edit or enter the the Appropriateness Description.

Enter the Participants Review dates and comments if not completed in the previous case plan.
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1D CF Paticipants | Eontnbutlng Factors | Strengths ] Service Objectives | Planned Client Services | Caze Magmt Swes
Case Plan Particip

| Case Plan Goal
Fieturn Home
Return Home

-
Azsessed Lﬂdoplions

& Adoptable
" Mot Adoptable
™ Not Assessed

Current Service Component
Service Component Type

I Family Feunifization

Effective Date

04/22/1933

~ W06/ 22/2007

A doption YWith Sibling(s]
Legal Guardianship
Long Term Foster Care with Mon-Relative
Long Term Foster Care with Relative
I sintain minor with Guardian

STEP 9.

Complete the remainder of the Case Plan notebook pages as in the Initial Case Plan process. On
the CP Participants page:

(A) Select child’s row and enter the case plan goal for each case plan focus child.
(B) Enter the concurrent case plan goal for each case plan focus child.

(C) Select an option button in the Assessed by Adoptions box.

I} ] CP Participantz  Contributing Factars l Strengths] Service Qbiectives] Planned Client 55rvice3] Caze Mamt Svcm]
Eonllihuling Factors

e ———
F. aquel[17] Child refusies ta return hame
3 Haquel['l 7). Daniel[13], Raull43], Domesztic violence
Thereza(d1]
Participantz Go to _!iew by
_|H=rhnr- Raguel C[17] Participant

ontributing Factor R
|Chi|d refuses to return home

Child refuzes to return to the home of the
parent/guardian.

STEP 10.

On the Contributing Factors page:
(A) Review the Contributing Factor for each case plan focus child.

(B) Edit (add or delete) the Contributing Factor according to the case plan for each child.

(C) If additional descriptions are needed, select factor in the grid box. Click into the description field
at the bottom of the page and enter additional information.

Case Plan Update Page 4
January 2012



i} ‘ P Pa{t\muanls‘ Contrbuting Fa M ceﬂb\edives‘ Planned Cient Services | Case Mont Sves D ‘ i Pamcwpants‘ Cobing Facto!s‘ St!engthsl Senice Dl Plared EhentSeMcele higi Svcs‘ D | CP Pagicparts | Cortbuing Facts | Stenghs | Servioe Obsctives | Flaned Cient 5
-Strengths i e = _ - Case Service:
I~ Planned Client Services:

. Partcipant ‘ + ‘ Participant ‘ Category

e Pallicipa"l Category T Hauem,Damem,Rauua,wresaﬂ Cave Managenent Servies
2 [Rauligd) Iy healthy u il 3 T = =
- uue\ﬂ 7. Dame\ﬂ 3] Concurent Services Planning
3 [Rauley) Englyte il iHaque\ﬂ 7] Dame\[ Enunsel\ng/MentaIHea\thSemces Rt D13 Healb/CHOP Seviss
1 |Raqe Law-zhidng |3 [Raquell!7) Daniel3 Educaton Services Goto Yiewby
4 |Raquel! 7] Danigf13 Educalion Services Service Patticipant
i Falcipant; s
Go to View by - * alepants Category
fapan] Servi LoliVeny Case Management Services v [ Schedule fo Setdoe
- Service Paiicipant 2 |z, Danil 13 g
T
1 p Loy Schedule for Service ’753; E— Stat Dale EndDate
U w‘ - B v
Shength 2 > Counseing/Mental Heslth Servic v SaiDie EndDsle N e 01411/2005 07n2/2008
i 5 B Tipe 171172 [+| [o7s2za008 r Contacts/Visite Ageney Responsbilies o Senvie ”’L“"E"m
(1] Matinez, Theresa(d1) Domestic Vioknce Progan v okt Pay & !
Dessigion Docurences Sl Persan/Chid v Freuengy
B I Coiectehos oty [
Fiequency ’m ContactAvigtation Waivers
DescptionRespanshiies for Service ekl v Supervision Required [
| [ | ’Vf‘ 1o & Mot Applicable =

STEP 11.

On the Strength, Planned Client Services and Case Management Services pages:

(A) Review the strength and services for each case plan focus child and participant.

(B) Edit (add, delete or change the frequency/occurrences) according to the case plan for each

focus child and participant.

(C) If additional descriptions are needed, select factor in the grid box. Click into the description field

at the bottom of the page and enter additional information.

(D) Under Planned Client Services, document progress in Family Preservation and other
specialized programs.

(E) Under Case Management Services, document efforts made to ensure educational stability.
See ACL 12-70 (December 7, 2012)

(F) Under Case Management Services for NMDs document the placement of the Supervised

Independent Living Plan. Select "Arrange and Maintain Placement” and under the "Agency

Responsibilities for Services" enter the type of SILP setting.

NOTE: You already completed the Service Objectives page when you created the new case plan
update or you completed it prior to creating the update. For Non-Minor Dependents, select "Other
Service Objective." In the "Additional Description for Participant”, add: "During the next six-month
period, the youth intends to remain eligible for extended foster care by completing the following case

plan activities:" [enter at least one of the participation criteria].
STEP 12. H’ & ;
e I

l !
Click on the + button of the “Create

New Document-Case Plan” notebook. |—||—| _|
In the Generate New Documents dia-

Generate Mew Documents
logue box, select Out of Home Care County
Update for each focus child for the State of Califomia =
Case Plan In Progress, then click OK. poruments I Genrate — __ Cancel |
2 |Caze Plan Family Aszezzment - Spanizh Help
Use the SamD|e QOut of Home Care zthildWelfare Services Case Plan- Update Q
|nf0rmati0n Uleate document for |4 |Child/elfare Services Case Plan Upd-Spa b
guidance ‘
Out of Home Care Info - Update - Spanish -
v

If necessary, complete the narrative

fields in the Word Document. When il b

completed, save, close and click on the — S

client services icon on the task bar at e T

the bottom of the screen. EZ::::ZZE::TLE?H Help
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Generate Casze Plan Document
The listed individualz will be included in the Caze Plan dacument. This list iz for infarmational purpazes only
Client Mame | # of Service Objectives | # of Family Strenglhsl # of Contributing Fac =
— 1 |Martinez, Daniel 3 3 2 Cancel
. ﬂ 2 |Martinez, Raguel C. 3 3 3
] ! J é = 3 |Martinez, Raul 4 2z 3 Help
! b - 4 |Martinez. Theresa 3 3 3
1 | P | P
~]
J ! »[]

Mo Case Plan Document Exists

elect Azzessment|z] bo incorporate with the Case Plan document

Assessment Client Name Creation Date

1 |Out of Home Care Information | Martinez, Daniel 01/11/2006
Out of Home Care Information | Martinez, Raquel C. 01/11/2006

STEP 13.

Click on the + button of the “Create New Document-Case Plan” notebook. In the Generate New
Documents dialogue box, select Child Welfare Services Case Plan Update for the Case Plan In
Progress, then click OK. Use the Sample Case Plan Update document for guidance.

In the Generate Case Plan Document dialogue box, select all assessment documents that you
previously created and want to incorporate into the Case Plan Document.

If necessary, complete the narrative fields in the Word Document. When completed, save, close
and click on the client services icon on the task bar at the bottom of the screen.

Action  Azsociated  Attach/Detach
File Edit Search &ction  Associab
Approval Detail - <Case Plan>
P . Mew Referal Ctrl+F
pproval Histary 0K
Approval Status Mew Caze...
1 |Pending &pproval 01/11/2006 Cancel DDEH Folder Chl+0
Help Find Folder...
Mew Matebook... Chrl+E
Open Motebook. .. Chrl+M
Bpproval Status B i
Pending Approval — Prirt.... Ctrl+F
e —— Print Report...
| il j
Action Date Action Time Submitted B
01/11/2006 : 02:50pm |Trainee, Student | S ave to D atabase Ctil+5
fationals Save Locally
E
Ingert Flacement
Wigw Counts
= )
e E =it
‘

(A) Click on the “Action” drop down menu. Click on “Approval”. (If “Approval” is grayed out, check
rules on the Quick Reference Guide under "Why Can't I.....Request Approval for a Case Plan
Update?”).

(B) In the Approval Detail - Case Plan dialogue box, select “Pending Approval, then click OK.

(C) Click on the “File” drop down menu. Select “Save Locally” then click on “File” again from the
drop down menu and select “Save to Database”. The Case Plan Status changes to “In Effect”.

—d O N
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